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What i$ the function of the Division and thi Offis in which this record series is aeated? 
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5. Remrdr Series Title (foNowed by rifle used in off&; i f  differsnt) 

Atlanta Area School for the Deaf Student Folder File 

The Atlanta Area School for the Deaf provides i n  a day school situation a comprehensive 
educational program, with complete diagnostic and evaluation services, for hearing 
impaired and multihandicapped students. 
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r. Record &ria  Description ' This file contains the following documents (include form numbenand titles, i f  any): 
Attach samples of the file. 

oocumentsr*lata* to: 

Included are: 

Maintaining supporting documents on individual students enrolled at 
or evaluated at the Atlanta Area School for the Deaf. 
1. Application, 2. Pertinent Correspondence, 3. Audiological report, 
4. Diagnostic reports (Speech/Language, Educational and Physical 
Therapy), 5. Achievement Tests and/or Score Cards, and 6. Speech 
Reports. 
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File is arrange 
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~ Alphabetically by Student's last name. 
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L Monthly Ratarena Rate How often are records referred to w h i h  are: 

.. One to six months old -~~ ~~- :  Seven to twalve months old _-.~ 
~ ,; Thirteen to rwenty.four months old -. ' 

Wenw-five months and older - - ?  



-J..xAl. Doeithe recordseries fewit in a cornDuter mintout? - - 
11. Ratenth Rqulrrments The following requires the series to be kept: 

a. S t a t i L w  - ~~ ~~~~ . .years. d. Audit period - ~ . .~. .. __ .~ . .,years. 

c h d u a l l r w  - .  . .years. f. Federal retention instructions -.~_.~._____.._Yaan. 
b. Statute of limitation ~~ ~.-yearr a. Administrative need -- See. below--years. 

A@& copy 6r excert of laws w regu!ationr. Explain administrative need. 
*! 

e. The records are needed u n t i l  the student reaches his/her 21st birthday. The 
 audiological records i n  the f i l e s  are needed i n  some cases when the student 
applies t o  college or for disabi l i ty .  
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k -wed Disposition Innruknr  This agency recommends &at t he  fi le series becut off a t  the end of each: 

0 Calendar Year: 0 Fiscal Year: % Other L 
-~ 

~. ~ then, See be1 ow. 

0 Hold in the current filer area __ . 
0 Transfer to local holding area: hold I 
0 Transfer to State Records Center; hold ~. 

0 Transfer to State Archives for permanent retention. , 

0 otha ~ ~ i f y /  

month(sl -- -yeads): then 
.- yearb): then 

-year($); then 
'a bwv. 

When the student leaves school, place i n  the inactive f i l e ;  cutoff the inactive f i l e  
a t  the end of each school year; hold i n  the current f i l e s  area for  two (2 )  years; 
then transfer t o  local holding area, hold until January 1 of the year following the 
21st birthday of the student, then destroy, 

Maintenance Instructions: 
marked i n  some distinctlve manner, e i ther  by color coding or by indicating the 
destruction year In a uniform manner so that  the f i l e s  can be readily identified t o  
the destruction date of the particular folder. 

Upon the student leaving school, the f i l e  folders will be 

lba inmudons applylo all prior and future accumulations of the series. 

State Records Committee lsiqnanrrel Date 

If diwwmed,  attach lener 
f explaneti0n.J 


